Guideline for Completing Action Contracts

1. DETERMINE ACTION:  Choose something that is directly related to your longer-term goal.  Some typical Action Statements related to the long term goal of getting a promotion are:

“Practice listening skills at work (or at home)”; “use feedback skills with my boss”; “walk in Joe’s shoes before getting angry”; “exercise 20 minutes every day”; “give the Big Picture when delegating”, etc.

2.     ACCOMPLISH:   Choose an action that you can accomplish in ONE WEEK.  If you want to work on a 

        complex issue, break it down into small pieces and use these pieces for weekly Action Contracts.

3.     RISK OR STRETCH:   Choose an action that is out of your “comfort zone”, a stretch that will be a 

        moderate risk and thus give you new information about yourself.  (No sense in “learning” the same old 

        thing if you are trying to grow, improve, and learn!)

4.     BENEFIT TO SELF:   Choose an action that is important to you, and that will help you increase your

         effectiveness.

5.     VISUALIZE:   Do a mental rehearsal of your action.  Picture yourself doing the action you have 

        chosen in as much detail as possible.  Rehearse the conversation, if that is what you have chosen.

        Chances are good that you will actually do something quite different, but the mental rehearsal is a 

        Valuable planning and preparation technique.

6.      ACTION STEPS:    Plan your action in detail.  Break it down into specific steps.  Focus on the goal 

         and then work backwards to help delineate the steps needed to reach a goal.

7.      ACCOUNTABILITY:    Describe what you actually did in your contract.  It may have turned out 

         quite differently from what you expected.  That’s OK, too.  We have to practice new behaviors before

         we feel comfortable and competent with them; even then, we can’t control the other variables 

         (people, time, weather, etc.) in our situation.  The important thing is to TAKE ACTION, and to

         LEARN FROM TAKING THAT ACTION.  True long-term behavior change and skill development 

         almost always develops slowly, one step at a time.

8.      OBSERVABLE RESULTS:   Identify what looks different as a result of your action.  It may be 

          quicker turn-around time with a co-worker, a more relaxed and friendly relationship, a more focused

          meeting; or several thousands of dollars saved as a result of your proposal (a true case).  The message 

          here is that YOU make a difference in the world.

9.      INTERNAL RESULTS:    Taking a risk should result in personal growth and learning.  Develop

         self awareness skills by identifying what you learned (or re-learned) about you self – your values,

         skills, fears, barriers, strengths, etc. – from doing this contract.

10.    NEXT STEP:   Rather than forgetting each weekly action contract, think about other situations

         where you can practice and build on your new skills.

Action Learning Contract #____

Date Due ________________                                           Name _________________________

DETERMINE ACTION:  Select an important skill or idea that you wish to implement; one that will help you to learn more about yourself, gain knowledge, improve skills in managing yourself, and move closer to your goals.

VISUALIZE AND PLAN FOR GOOD RESULTS:
What specifically do you want to accomplish in this action contract?

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

What is the risk or stretch for you in this contract?

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

How will you benefit by taking this action?

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

When will you take action?___________________ With whom?___________________________

Where?_____________________ Who will support you?_________________________________

ACTION STEPS: To improve your chances for successful implementation of this skill or idea, write the specific action steps that you will take below.  Consider different ways you can prepare yourself, including reading, rehearsal, talking with other people, etc.

1. _____________________________________________________________________________

_______________________________________________________________________________

2. _____________________________________________________________________________

_______________________________________________________________________________

3. _____________________________________________________________________________

_______________________________________________________________________________

4. _____________________________________________________________________________

_______________________________________________________________________________

5. _____________________________________________________________________________

_______________________________________________________________________________
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Reflection and Analysis

ACCOUNTABILITY:  After you have completed your action contract, briefly describe what you actually did:

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

OBSERVABLE RESULTS: Even if you achieved only partial success, you have made some progress by taking action!  Closely analyze what you did and list below the most important observable results you achieved.  Examples might include improvements in time and money efficiencies, higher quality output, positive comments and/or actions from others, etc…

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

INTERNAL RESULTS:  What did this exercise teach you about your internal self?  Consider factors such as strengths, limitations, values, confidence, tolerance, patience, self-imposed barriers, etc…

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

NEXT STEPS:  What will you do next to build on your success?___________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________
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